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(2) Indicate clearly the options you choose.
(3) Figures to the right indicate marks.

1 (@) Draft a job application to be sent along with a
detailed resume for the post of a marketing executive
required in Azure Insurance Pvt. Ltd, Ahmedabad.

OR

(b) Write a letter inviting a candidate for an interview
in response to his application for the post of an accounts
officers. Mention the detailed programme comprising of
written exam and oral interview.

2 (a) Draft the minutes of the First Meeting of Board of
Directors of Safal Foods Pvt. Ltd., Kolkata
OR
(a) Discuss the role played by a chairperson while
conducting meetings.
(b) Draft the notice and agenda of the 15" Annual
General Meeting of Aryan Chemicals Ltd., Vapi.
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3  Answer the following : (any two) 14

(1) Comment on the importance of goals in our lives.
(2) Discuss SMART goals.

4  Answer any two of the following. 14
(1) Discuss the significance of Assertiveness and confidence.
(2) What are Autosuggestions ? How are they useful to
individuals ?
(3) Describe the ways through which one can develop
confidence.

5  Answer the following : (any two) 14
(1) What is time-management ? Discuss its significance.
(2) Describe various time-wasters and ways to overcome them.
(3) Write a note on procrastination and explain how one can
avoid it.
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